DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

APPLICATION FOF'l RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

R LI LIEL AT A

INSTRUCTIONS See Publication ‘No. 76—RM-1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section. \ '
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FOR AGENCY USE 1. Agency Address ' ' FOR RECORDS MANAGEMENT USE

Appucauon Date - |Department of Natural Resources Application Number
Parks, Recreation & Historic Sites Divisidn eo. 30 5

Maintenance & Construction Section.

Application Number Room 707 , 270 Wash ing ton Street Date Re;eived D;t{;e Corrr;pl4ete1r:l9 %0
Atlanta, Georgia 30334 JUL €V 1980 | .
2. Person to Contact Working Title Telephone Number
Jeff Naugle _ Chief-Maintenance & Construction 656-2770
3. Action Requested '
a. XX Establish Retention Schedule ecord will continue to accumulate,
b. O Dispose of present accumulation; no further accumulation anticipated.
c. [ Amend Application No. _ Check One: 11 Change; 0O Supercede; O Void
4, Dates of Series 5. Records Series Title (followed by title used in off.-ce if different)
Earliest : Latest
July 19761 to date | Maintenance & Construction Section Correspondence Files

6. Division and Office Funetlon What is the function'o'f the Division and the Office in which this record series is created?

The Maintenance and Construction Section is responsible for administering new
facility construction and dam safety.

7. Reoo;'t_l Series Description This file contains the foliowmg documents (mclude form numbers and titles, if any)
Attach samples of the file. '

Documentsrelating to: _p maintemance and construction of State parks and dam safety,
administering

Included are: routine correspondence between the Maintenance and Construction
section and architects, engineers, suppliers, employees, contractors,
other DNR divisions, and Parks and Historical Regions I, II, ITI,

and IV.
File is arranged: chronologically by fiscal year; thereunder alphabetically by subject.
8. Monthly Reference Rate How often are records referred to which are:
Onetosix monthsold ___ 5 __; Seven to twelve monthsold 3 ; Thirteen to twenty-four monthsold __1__ __;
twenty-five months and older _()__? .
9. Annual Rate of Accumulation of Records _
Letter-size drawers 1 3 Legalsizedrawers ________; Shelves ____; Other (specify)
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YES { NO | 10. Questionnaire  {Place an “X" in the proper column)

a. Is this the official copy of the series?

x| If not, where is it? y - .
b. Does the series contain config:lential infprmation requiring security handling? - If yes, cite law or regulation,
X . B
x | c. Isthisa vital record? B . - ] f
“x | d. Does this series have historical or long term research value? o ," : -
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X documents be scheduled separately? , : o ' ‘

X | of 6F_%§Lﬂmtainjdin,thisse_rigae_uu published? _If ves, attach copy.
2 st 'efnformatig'h c?)ntained in this series ever analyzed and/or recorded in 3 summarized report?

X_| . _Ifyes attachcopy, ___

h. 1s there a duplication of this series in your office, or in another office or agency? Contra}:ts etc, duplicated

X If ves, where? and stored ===-=———-—2 ynder schedule #73-595
X | i, lsthis series {or @ major portion of it) reaularty microfilmed?

X | j. Does the record series resylt in a computer printout?

11. Retention Requirements ‘,'fThe following requires the series to be kept:
a. State Law ~___.years. d. Audit period years.
b. Statute of limitation ; years. e. Administrative need . 2 years,
¢. Federal law years, f. Federal retention instructions - years.
Attach copy or excert of laws or requlations. Explain administrative need, ,
. e . :, ’ 1 i ‘. B "
To assure requested actions are completed
Y
12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
[J Calendar Year; K] Fiscal Year; [J Other then,
Kl Hold in the current filesarea _______ _month(s) i} - year(s}); then
O Transfer to local holding area; hold —_____ ____vyear(s}; then
O Transfer to State Records Center; hold ____ ___ ___year(s); then
Destroy,
O Transfer to State Archives for permanent retention.
O Other (Specify)
These in's{ructions apply to all prior and future accumulations of the series.
| )
gag! Desigrfee (Signa __| Records Management Officer (Signature) Date

-12-40

Date

Recgmmendations in para-
graph 12 are approved, ~ State Auditor/Designee

7.9 &%

(If disapproved, attach letter - .
of explanation.) _cret%temgs_i_gpee , Q[é/.'—' |

7-25-¥7

Attorney General/Designee

§/3 &/
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